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Contract Between
THE SCHOOL BOARD OF VOLUSIA COUNTY
oo
oo
And
VOLUSIA ASSOCIATION OF EDUCATIONAL 
OFFICE PERSONNEL
1997-2000
0 * o
Through the individual commitment o f all, our students 
will graduate with the knowledge, skills, and values 
necessary to be successful contributors to our democratic society.
Board Adopted
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ARTICLE 1 
PREAMBLE
It is the intent of this Agreement to resolve issues concerning wages, hours and terms and conditions of 
employment, through negotiation, and to promote and insure confidence among the members of the 
Bargaining Unit.
ARTICLE II  
DEFINITIONS
Terms used in the Agreement shall be defined as follows:
1. Administrative Rules — The Administrative Rules of the Florida Board of Education.
2. Agreement — The document which delineates the terms which are mutually agreed to as the result 
of collective bargaining.
3. Association — Volusia Association of Educational Office Personnel (VAEOP).
4. Bargaining Agent — Volusia Association of Educational Office Personnel (VAEOP).
5. Bargaining Unit — That group of Employees determined by the employer and the Bargaining 
Agent and approved by the Public Employees Relations Commission (PERC) to be appropriate for 
the purpose of collective bargaining.
6. Board — The School Board of Volusia County, Florida.
7. Certification — The designation by the Public Employees Relations Commission (PERC) of an 
Employee organization as the Bargaining Agent of the Employees m an appropriate Bargaining 
Unit.
8. Collective Bargaining -- The process by which the Bargaining Agent and Board make a 
determination regarding wages, hours and terms and conditions of employment.
9. Days — Employee working days.
10. Emergency -- Any unforeseen occurrence requiring prompt action.
11. Employee — Any Employee represented by the Bargaining Agent.
12. Employer — The Board or administration
13. Fiscal Year — As defined by the Legislature of the State of Florida.
14. Full-Time Employee — For insurance coverage purposes, one who works four (4) or more hours 
per day for the School Board.
15. Grievance — A complaint arising from an alleged violation of this Agreement.
16. Grievant — Employee with a grievance.
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17. Hearing Officer — Employee designated by the Superintendent to receive grievance statements 
and testimony and to make determinations and dispositions of grievances.
18. Immediate Supervisor — Principal, building supervisor, or designee who has the authority to 
nominate for employment and/or evaluate performance. When requested, the immediate supervisor 
shall identify the person in charge of managing and prioritizing each employee's work.
19. Party — The School Board and a certified Bargaining Agent. The term may also be used to refer 
to representatives of each of the above.
20. PERC  — The Public Employees Relations Commission of the State of Florida.
21. Promotion — the advancement of an Employee to a higher rated job classification (pay level) 
within the bargaining unit.
22. Respondent — Individual who is alleged to have caused the grievance.
23. Schools -- Volusia County Public Schools.
24. Seniority — length of contmuous service within the employment of the board as a member of the 
bargaining unit. Calculation of seniority shall begin with the bargaining unit employee's first day. 
In the event more than one individual bargaining unit member has the same starting date of 
employment, position on the seniority list shall be determined by lots. Upon written request by the 
Association, an updated seniority list shall be prepared annually and provided to the Association.
25. Strike — The concerted failure to report for duty, the concerted absence of Employees from their 
positions, the concerted stoppage of work, the concerted submission of resignations, the concerted 
abstinence in whole or in part by any group of Employees from the full and faithful performance of 
the duties of employment with a public employer, for the purpose of inducing, condoning or 
coercing a change in the terms and conditions of employment or the rights, privileges, or 
obligations of public employment or participation in a deliberate and concerted course of conduct 
which adversely affects the services of the public employer, and picketing in furtherance of a work 
stoppage.
26. Superintendent — The Superintendent of Schools of Volusia County.
27 Termination — For Agreement purposes, shall be defined as death, retirement, or resignation.
28. Vacancy — Any unoccupied authorized position which falls within the Bargaining Unit.
29. Work Center — Place(s) an Employee is directed to report for work.
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ARTICLE III 
RECOGNITION
SECTION 1: RECOGNITION
Pursuant to the action of the Board on December 14, 1976, pursuant to the Order of PERC 
8H-RA-764-2024, dated March 15, 1977, the Board recognizes the Volusia Association of Educational 
Office Personnel as the sole and exclusive Bargaining Agent of the Employees within the Bargaining Unit 
covered by this agreement for the purpose of collective bargaining in respect to wages, hours and terms and 
conditions of employment.
SECTION 2: BARGAINING UNIT INCLUSION
As per the PERC Order, the Bargaining Umt consists of all non-instructional clerical employees including 
Staff Assistants, Administrative Aides, Account Clerks, Secretaries, Clerks, Teacher Assistants, Systems 
Analysts, Programmer Analysts, Junior Programmers, Computer Operators, Verifier Operators, Keypunch 
Operators, and Non-Core Assistants.
SECTION 3: POSITION INCLUSION/EXCLUSION
Any position created, or any change in title of any position, shall not result in such position being excluded 
from the Bargaining Unit except in the instance such position is designated by the Board or the 
Superintendent to be managerial confidential within the meaning of PERC. If such a designation is made, 
the position shall be excluded from the Bargaining Unit until such tune as the designation of the Board or 
the Superintendent is reversed by PERC.
ARTICLE IV
SCOPE OF AGREEMENT
The Bargaining Agent and the Board agree that this Agreement constitutes the entire agreement between the 
parties with respect to wages, hours, and terms and conditions of employment, for the Bargaining Unit 
members covered by this Agreement, and that the determination of any question with respect to wages, 
hours, terms and conditions of employment not expressly covered by this Agreement shall be the exclusive 
right and responsibility of the Board subject to State Regulations and Laws of Florida and the United 
States and supersedes any previous agreements or practices, written or oral.
ARTICLE V 
MEMBERSHIP DUES
SECTION 1: DUES CHECK OFF
The Board will, upon written request, deduct semi-monthly contributions from salaries of Bargaining Unit 
members for dues. Any employee who is a member of the Association or who has applied for membership 
may sign and deliver to the Board an Association assignment card authorizing payroll deduction of 
membership dues in the Association. Pursuant to such authorization the Board shall deduct such sum as 
authorized, in equal pay period amounts, according to set pay schedule. The deductions shall be remitted 
not less frequently than monthly to the Association. In no event shall a deduction be made from the pay of 
an employee in any payroll period in which the employee's net earnings for that period, after other 
deductions, are less than the amount of dues to be collected. Collection of dues if the employee terminated
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employment prior to deduction of total annual membership dues is the responsibility of the Association. 
The Board shall not accept responsibility for the collection of fines, penalties, or special assessments.
SECTION 2: DUES TERMINATION
Such authorization shall continue in effect as long as the Association remains the Exclusive Bargaining 
Agent unless (1) revoked by the employee by providing the Board and Association -with thirty (30) days 
written notice that the prior dues check off authorization is to be terminated, or (2) the employee is 
transferred out of the Bargaining Unit.
ARTICLE VI
NO STRIKE A GREEMENT
The Bargaining Agent hereby agrees on behalf of its members, and all employees of the Bargaining Unit it 
is certified to represent, that it shall not participate in a strike against the Board by instigating or supporting 
a strike in any manner. Any violation of Florida Statutes 447.505 shall subject the violator to the penalties 
provided in Florida Statutes Chapter 447.507.
ARTICLE VII
NEGOTLA TION PROCEDURES
SECTION 1:
Matters relating to wages, hours, terms and conditions of employment are the only subjects of negotiation 
in accordance with the Constitution and Laws of the State of Florida. In the event that either the Board or 
the Association desires to modify or terminate this Agreement then negotiations shall proceed.
SECTION 2:
If either party desires to alter this Agreement or its Appendices, a written notice must be submitted to the 
other party by April 1 of each year for negotiations to begin on or before May 1. Negotiations on any of 
the Articles or Appendices may be reopened at any time by consent of both parties. Negotiation sessions 
shall be held at mutually agreed upon times and places.
SECTION 3:
In any negotiations described in this Agreement, neither party shall have any control over the selection of 
the negotiating representatives of the other party. It is recognized that no final agreement between the 
parties may be executed without ratification by a majority vote of the Board and by a majority of those 
voting in the Bargaining Unit. The parties mutually pledge that their representatives shall be clothed with 
all necessary power and authority to make proposals, consider proposals and make concessions in the 
course of negotiations.
SECTION 4:
There shall be four (4) signed copies of any final agreement. Two (2) copies shall be retained by the Board 
and two (2) by the Association.
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SECTION 5:
Negotiations shall be conducted in accordance with provisions of the Florida Statutes and rules and 
regulations of PERC with reference to good faith bargaining and impasse procedures.
SECTION 6:
The cost of pnntmg the Agreement shall be shared equally between the parties. The quantity- printed shall 
be mutually agreeable. Distribution shall be the responsibility of the Bargaining Agent. It shall be the 
responsibility for the Board to have the Agreement typed, printed and returned to the President of the 
Association within thirty (30) days of the date of ratification by both parties.
SECTION 7:
Should any Article, Section, or clause of this Agreement be declared illegal by a court of competent 
jurisdiction, or come into conflict with any future Statutes, rules or regulations, said Article, Section, or 
clause, as the case may be, shall be automatically deleted from this Agreement to the extent that it violates 
the law. The remaimng Articles, Sections, and clauses shall remain in full force and effect for the duration 
of the Agreement if not affected by the deleted Article, Section, or clause. The deleted Article, Section, or 
clause, as well as any Article, Section or clause so affected by the deletion, shall be mutually rewritten 
within thirty (30) days.
SECTION 8:
All proposals and counter proposals shall be submitted in writing. Each team shall furnish the other at 
least six (6) copies of all proposals and counter proposals. During a negotiating session, the wording of 
proposals may be changed by mutual agreement.
SECTION 9:
Meetings may be canceled by either party serving notice on the other at least twenty-four (24) hours prior 
to the meeting. Such canceled meeting may be rescheduled by mutual agreement.
ARTICLE VIII 
GENERAL PROVISIONS
SECTION 1: NON-DISCRIMINATION
The provisions of this Agreement shall be applied without regard to race, creed, color, religion, national 
origin, age, sex, or marital status. Membership in the Association shall not be demed to any employee 
because of race, creed, color, religion, national origin, age, sex, or marital status.
SECTION 2: MEETINGS
The Board agrees to allow the Bargaining Agent, upon request, to hold general meetings on Duty Days or 
Pre-Planning and Post-Planning Days, not to exceed two (2) per year and such meetings shall not exceed 
four hours.
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SECTION 3: AGREEMENT MAINTENANCE
The Bargaining Agent agrees to encourage each employee to assist in the maintenance of this Agreement. 
SECTION 4: LAWS AND REGULATIONS
The Bargainmg Agent and the employees agree to abide by laws and regulations of the Federal and State 
governments prohibiting discrimination, to support the programs and plans of the school system, and to 
encourage qualified applicants of all ethnic groups and both sexes to seek available promotional 
opportunities with the Board.
SECTION 5: REPRESENTATION
In recognition of the obligation of the Bargaming Agent to properly represent the interest of employees in 
the Bargaining Unit, the Bargainmg Agent agrees to represent and provide all services and rights granted 
under collective bargaining to employees in the Bargaining Unit, in accordance with terms and conditions 
of this Agreement. Nothing contained in the grievance procedure shall be construed to deny the Board, the 
Superintendent, the Association or any employee the rights guaranteed to them under the laws of the State 
of Florida or the United States of America.
SECTION 6: USE OF FACILITIES
The Association and its representatives shall have the right to use school buildings for meetings and 
workshops other than during school hours and when not in conflict with scheduled school activities subject 
to the following:
A. The approval of the building principal.
B. Any cost of custodial services and any damage incurred, due to the negligence of the 
Association, shall be paid by the Association.
SECTION 7: BULLETIN BOARDS
A. The Association shall have access to bulletin board space for official Association business for 
its use in the staff lounge or some other areas designated by the principal or worksite 
administrator.
B. Any posting shall be non-political and shall not be libelous of any School Board member or 
employee.
C. A copy of all postings shall be given to the principal or worksite administrator.
SECTION 8: COMMUNICATIONS
A. The Association shall have the privilege to use the school system's mail services for 
communication to members of the Bargaining Unit. If charges are assessed by the Federal 
Postal System, ARTICLE VIII-General Provisions, Section 8-A & B Communications 
shall become null and void and any assessed charges shall be paid by the Association.
6
B. A mail container for Association correspondence shall be maintained at the District Office.
C. Use of the Emergency Telephone Network when approved by the Superintendent or his 
designee.
D. Nothing in this section shall be construed to authorize Union distribution of any material or 
information which libels School Board members or employees.
ARTICLE IX
THE SCHOOL BOARD'S RIGHTS
It is the right of the Board to determine unilaterally the purpose of each of its schools and departments, set 
standards of service to be offered to the public, and exercise control and discretion over its organization and 
operations. It is also the right of the Board to direct its employees, take disciplinary action for just cause, 
and relieve its employees from duty because of lack of work or for other legitimate reasons.
ARTICLE X
ASSOCIA TION RIGHTS AND RESPONSIBILITIES 
SECTION 1: MEMBERSHIP
The Bargaining Agent shall make available to each unit member the opportunity- to become a member of 
the Association.
SECTION 2: FINANCIAL DATA
The Board agrees to furnish the Bargaining Agent, in response to its written request, available information 
concerning the financial resources and financial condition of the school district. Such information shall be 
provided at the reasonable convenience of the Board and its administrative personnel and shall not interfere 
with any of the operations or functions of the Board or its administrative personnel.
SECTION 3: COMMITTEE MEMBERSHIP
The Board agrees to representation by VAEOP on the following committees and councils, Staff 
Development, Insurance, Calendar, Equity, and District School Advisory Council and Budget Advisory 
Committee. Should a district-wide committee be established regarding staff development for employees, 
VAEOP shall be entitled to represenation on that committee.
SECTION 4: INFORMATION AVAILABILITY 
Upon request, the Board agrees to furnish:
A. A Board Policies and Procedures Manual, policy changes, Personnel Directory, budgets, and 
a copy of Florida School Laws to the Association President.
B. Twice a year a list of all eligible members of the Association giving employee name, address, 
telephone number (when available), classification title, step, tune allotment, and experience 
used for salary purposes.
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C. Upon request, up to ten (10) times a year, a set of mailing labels giving name, address, and 
Work Center name and number.
SECTION 5: PERSONNEL DIRECTORY
The Board agrees to list the names of the Association officers in the Personnel Directory.
SECTION 6: BOARD MEETINGS
The Board agrees to release from duty an official designee of the Association to attend Board meetings 
when business of concern to the Association is to come before the Board.
ARTICLE X I
EMPLOYMENT CONDITIONS
SECTION 1: NEW EMPLOYEES
New employees shall be considered probationary for the first seventy (70) working days during which time 
they shall be given every reasonable opportunity to develop into useful and productive employees. 
Thereafter, they shall be considered regular employees for the duration of their appointment. However, an 
employee shall not be considered to have tenure until the employee has served three full consecutive years 
in the district and has been re-appointed for a fourth year. All new’ employees covered by this Agreement 
shall be issued a current copy of this Agreement by the Board. Nothing in this Agreement shall be 
construed to grant a probationary employee a right to continued employment during the employee's 
probationary period.
SECTION 2: TRANSFERS
A. When a vacancy occurs and is to be filled with an employee from within the Work Center, the 
Association shall be notified at least seven (7) days prior to the filling of any vacancy. The notice 
shall also be provided to the building representative for VAEOP. The notification will include:
1. The Work Center
2. The position(s) being vacated
3. The name of the employee filling each vacancy and that employee's former position
Employees are encouraged to provide the supervisor with up-to-date resumes and cover letters if they wish 
to be considered for vacant positions at the work center in the future. An employee’s desire for
advancement and improvement in training and skills may be appropriately discussed at the employee’s
evaluation conference. Cross training at the worksite, within the classification system, is encouraged.
When a vacancy occurs that is not to be filled with an employee from that Work Center, the Board agrees 
to post in all Work Centers a vacancy announcement. The announcement will specify required 
qualifications and specific competencies needed for the position, the salary range, the procedure for 
interviews, whether a temporary or permanent position, and deadline dates for application. Candidates 
shall have at least five (5) days in which to apply, in writing, after the date of issuance of the 
announcement.
Teacher Assistant vacancies need not conform to these requirements.
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B. Filling Vacancies
1. An employee seeking a transfer to a vacant position shall apply for the position to the 
Employee Services Department. A list of such applicants shall be forwarded to the Worksite 
Administrator for consideration. The Board shall endeavor to fill vacancies with qualified 
applicants currently employed by the Board. Before new personnel are hired for vacant 
positions, employees with the greatest seniority who have requested transfer to such positions 
shall be given foremost consideration provided such employees have equal or better ability to 
satisfactorily perform the work in question as determined by the Worksite Administrator. 
Upon transfer within the same classification, the employee shall remain at the same step in 
the salary schedule. In any promotion, the employee shall be assured of no loss of steps.
2. Mandatory transfers may be made by the employer in cases of: (a) reduction of staff; (b) 
implementation of racially balanced staffs; (c) reassignment of employees within the county 
to staff new7 enlarged facilities; (d) elimination or reduction of an existing program; (e) 
relocation of an existing program and (f) when deemed necessary' by the Superintendent in the 
best interest of the school district. In no instance shall there be a reduction in pay unless said 
mandatory transfer is a demotion for disciplinary or performance reasons.
3. The following procedures shall be used in promoting employees to fill posted vacant 
positions:
a. Consideration of applications for promotional vacancies within the bargaining unit 
shall be based in part upon:
1. Seniority',
2. Qualifications to perform job responsibilities as determined by the 
immediate supervisor,
3. Exhibited desire to assume added responsibilities,
4. Evaluation reports within the past two (2) years,
5. Other pertinent criteria.
b. Any employee who received a promotion must be willing to transfer to another 
work location if necessary.
c. If requested m writing an explanation as to why the employee was not promoted shall 
be given.
d. If an employee is promoted to a temporary position within the same school/department 
the employee at the termination of the temporary' position shall return to their former 
position with no loss in step or pay as if the employee had remained in their former 
position. Any such temporary promotion shall be at the discretion of the immediate 
supervisor.
9
C. Other Provisions
1. Nine-month and ten-month employees covered by this agreement who make application and 
who are best qualified shall be given priority' when hiring summer school Clerks. Employees 
covered by this agreement who make application for summer school Teacher Assistant 
positions shall be given first consideration.
2. Nine-month and ten-month employees covered by this agreement who are hired for summer 
school Clerk and Teacher Assistant positions shall be paid their normal step.
SECTION 3: EMPLOYEE EVALUATION
Employees with three (3) or less years of experience in the Volusia County System shall be evaluated twice 
annually, first by December 15 and secondly by April 30. Employees with more than three (3) years of 
experience in the Volusia County' System shall be evaluated at least once annually. Such evaluation shall 
be timed at the discretion of the evaluator but shall take place no later than April 30.
When an employee is transferred or promoted into a new position, the first formal evaluation shall have the 
length of service in the new position clearly stated on the evaluation form.
The first evaluation may be extended by thirty (30) days for an employee who transfers or is promoted into 
a new position.
Each employee shall be given a signed copy of the evaluation instrument prepared by their Immediate 
Supervisor. No such report shall be placed in the member's official personnel file without the employee 
receiving a signed copy and an opportunity for a conference. A performance rating of "conditional" or 
"unsatisfactory" shall require a conference between the Immediate Supervisor and the employee for the 
purpose of establishing a time line for improvement. No employee (of the Bargaining Unit) shall be 
permitted or required to formally evaluate another employee.
The negotiated evaluation instrument and directions for completion are included as Appendix B of this 
Agreement.
SECTION 4: REAPPOINTMENT
By May 15 of each year, employees shall be informed in writing if they are not being recommended for 
rehire the next year. Any recommendation for rehire of an employee with a "conditional" or 
"unsatisfactory" evaluation may be delayed to accommodate any established time line for improvement. If 
a non-reappointment occurs the affected employee may request, in writing, the reasons.
SECTION 5: VACANCIES REFERENCE FILE
A fiscal year file of all vacancies shall be available in the Employee Services Department.
SECTION 6: REDUCTION IN FORCE
A. Reduction in force is defined as the separation of an employee, by lay off or non-reappointment, for 
lack of w'ork or funds without any fault or delinquency on the employee's part.
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B. The Board agrees to provide the Association with a list of names of the employees being laid off or 
non-reappointed due to a reduction in force and such notice shall be sent at the time that it is issued 
to the employees affected. Employees to be laid off shall be notified as soon as possible after the 
decision is made. In no event shall the Board give less than ten (10) working days notice to affected 
employees.
C. Procedures
1. Reduction in Force
The employer shall determine when a reduction in force is necessary and shall determine the 
positions to be eliminated or reduced. In the event of a reduction in force, the following procedures 
shall be followed:
a) The employer shall determine how many employees must be removed from the district by job 
classification.
b) The employer shall remove employees from that job classification in reverse order of 
seniority.
c) The superintendent/designee may then make the mandatory transfers that are necessary, if 
any, to insure that the reduction occurs at the worksite in which the administration sought to 
reduce the number of employees.
2. Reduction of Hours
The employer shall determine when a reduction of hours is necessary and shall determine the 
number of hours to be reduced. In the event of a reduction of hours within a given job 
classification the following procedures shall be followed:
a) The employer shall determine how many hours must be reduced from the job 
classification at each affected worksite.
b) The employer shall reduce hours within that job classification at each affected 
worksite taking seniority into account.
c) If, at a later time, hours in the classification at the worksite are increased, the fact that 
certain employees have been decreased in hours shall be taken into account in 
allocating the additional hours. Such right shall exist for the duration of the recall 
period.
3. Exception
Any transfer of personnel deemed necessary by the Board as a result of any layoff or 
reduction of hours shall be exempt from the vacancy announcement requirement.
4. Recall
Employees who have lost employment due to a reduction in force shall retain recall rights for 
one (1) year and shall have preference to work over other applicants.
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a) Recall shall be made by certified mail to the last address in the employee's records. 
The Association shall be provided a copy of the recall letters. Within five (5) work 
days of the certified receipt date, laid off employees must signify their mtention of 
returning to work (to the Employee Services Department). Failure to respond to the 
notice shall constitute a resignation by the employee.
b) When employees are recalled from layoff, the employee with the greatest seniority in 
that classification shall be recalled first. If the laid-off employee, when offered recall, 
is temporarily unable to return to work due to medical reasons, they may request an 
extension of recall rights, not to exceed two (2) months.
SECTION 7: EMPLOYEE PROTECTION
The Board shall furnish legal counsel to members in defense of civil legal actions arising out of the 
discharge of their duties within the scope of their employment in the school system, unless the Board finds 
that the member acted in bad faith, with malicious purpose, or in a manner exhibiting wanton and willful 
disregard of human rights, safety or property.
SECTION 8: EMPLOYEE DISCIPLINE
A. Just Cause
1. Disciplinary action may not be taken against an employee except for just cause.
2. Disciplinary action shall be governed by applicable statutes.
3. Disciplinary action shall include written reprimands, suspensions without pay, performance 
related reductions in rank, terminations of regular employees, or the non-reappointment of 
employees who have tenure.
B. Representation
In any meeting called by a member of the administration with the employee to discuss disciplinary 
action, the employee shall be advised of the purpose of such meeting and shall be entitled to 
Association representation upon request.
SECTION 9: SUSPENSION
If an employee is suspended from duty and is subsequently exonerated by the Board of charges that 
resulted in this suspension, the employee shall be fully compensated by the Board for such period of 
absence according to their status at the time of suspension and be returned to full duty with no loss of pay. 
The employee shall further be returned to their former job classification.
SECTION 10: TEMPORARY EMPLOYEES - 120 DAYS OR MORE
Those employees hired as temporary employees for the duration of a specific project or projects, or in place 
of an employee on leave, shall be entitled to the rights and benefits provided for in this agreement and 
termination due to expiration of the employment shall not be subject to appeal.
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SECTION 11: PAID-ON-BILL EMPLOYEES
Paid-on-Bill employees shall not be entitled to the rights and benefits provided for in this Agreement.
ARTICLE XII 
DAYS AND HOURS
SECTION 1: LUNCH/BREAK PERIOD
Employees will receive a ten minute break with each four hours worked. These breaks will be considered 
hours worked, and therefore will be paid time for the employees.
Employees who work six hours or more, but less than eight hours will be provided a 45 minute lunch 
break. Employees who work eight hours will be provided a 60 minute lunch break. Lunch breaks shall not 
be considered hours worked, and therefore will not be paid time. With the agreement of the worksite 
administrator, these lunch breaks may be reduced or waived.
The work site administrator shall determine the scheduling of lunch breaks and rest breaks.
Immediate supervisors shall establish the service needs of their buildings/departments. The immediate 
supervisor shall, keeping the service needs of the building/department as the primary consideration, give 
consideration to suggestions from employees regarding flexible scheduling of the lunch break. Suggestions 
may include the time the lunch is taken as well as the length of the lunch break. The immediate supervisor 
shall, if requested, meet with the staff to discuss the suggestions. The employer recognizes the uniformity 
between departments, schools, etc., is not required, that each department/school may have unique needs in 
regard to coverage, which may result in different solutions.
SECTION 2: DAYS
All employees shall be employed for the number of days as set forth in the adopted school calendar for the
specific work year.
SECTION 3: HOLIDAYS
A. All employees who are employed for ten (10), ten and one-half (10 1/2) or eleven (11) months 
shall have the paid holidays now afforded ten-month instructional personnel.
B. Twelve-month (12) employees shall have nine (9) holidays in accordance with the Board 
adopted Salary' and Payroll Information document.
ARTICLE XIII 
WORKING CONDITIONS
SECTION 1: WORK SCHEDULING
A. The work week shall consist of no more than five (5) days of work within seven (7) 
consecutive days at the regular rate of pay. Bargaining unit members hired prior to July 1, 
1989, shall not be required to work on Saturday or Sunday as part of their work week.
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B. Where weekend work is necessary, the Administrator concerned shall make every effort to 
rotate schedules to distribute weekend assignments equally. Where practicable, employee 
wishes shall be considered.
C. Employees shall not be required to report to work prior to the established starting time nor be 
compelled to work beyond their scheduled work day unless they are compensated for such 
additional time with overtime pay.
SECTION 2: OVERTIME
When employees are directed to work overtime in addition to their regular hours, totaling more than forty 
(40) hours per work week, they shall be paid for the additional time at the rate of time and one-half (1 1/2) 
of the normal rate of pay for all hours beyond the regular work week. When the employee above works on 
Board designated holidays which they are scheduled to have off with pay, they shall be paid at double time, 
in addition to the holiday pay. In lieu of overtime pay an employee may be asked to take compensatory 
time on a time and one-half (1 1/2) basis (or double time if a holiday situation). Taking into consideration 
the organizational subdivisions of the School District, assignments and shifts, the willingness to accept 
compensatory time if requested, the Administrators concerned shall assign overtime among employees as 
equitably as practicable. Where practicable, employee wishes will be considered.
SECTION 3: CALLBACKS
An employee on call back shall be paid for a minimum of two (2) hours, or actual time worked, whichever 
is greater.(Compensatory time may be used in lieu of pay, if the employee so prefers.) Time shall be 
computed from the time the employee leaves home until the employee is released from the call back. 
Compensation will be computed at the overtime rate of one and one-half (1 1/2) times the employee's 
normal rate of pay for hours worked in excess of forty (40) hours per week. ,unless the call back falls on a 
holiday, at which time the employee would be compensated at two times the employee’s normal rate of pay 
for hours worked, in addition to the holiday pay.
An extension of the length of the regular day without a break in hours, does not constitute a call back. 
SECTION 4: WORKERS' COMPENSATION
If Worker's Compensation is paid to the employee while the employee is receiving a salary, the employee 
shall return the Workers' Compensation to the Board.
SECTION 5: ANCILLARY ACTIVITIES
Employee's participation in ancillary activities beyond the regular duty day for which no additional 
compensation is paid shall be strictly voluntary.
SECTION 6: RESPONSIBILITIES
A. Immediate supervisors shall not delegate to any employee the total responsibility for the 
control and direction of the students in any office, classroom, cafeteria, clinic, or playground 
except in case of emergency, or where the employee has received the school district’s 
substitute teacher training or another training class specifically designed by the administration 
to assist employees in dealing with student behavior.
14
B. Employees shall not be responsible for administering any medication including but not limited 
to diabetic blood level checks, neubulizer treatments, etc. to students unless appropriately 
trained to do so. Such training shall be provided by the Board and shall be during work time.
C. Employees shall not be required to check for head lice.
D. Employees shall not be required to transport students in their own vehicle.
E. Employees shall not be required to perform the duties of a substitute teacher except in cases
of emergency.
F. Immediate supervisors shall not require an employee to call substitutes for the school 
before/after working hours, unless compensation has been agreed upon.
SECTION 7: FINGERPRINTING
The District shall pay the entire cost of fingerprinting current employees pursuant to legislative mandate. 
This section shall sunset as of June 30, 1998.
ARTICLE X IV
LEAVES AND TEMPORARY DUTY
SECTION 1: GENERAL PROVISIONS
A. Specific leaves may be refused if the employee's absence would cause undue hardship or 
interruption in a vital school service.
B. Requests for all Leaves and Temporary Duty should be made in accordance with current 
Personnel procedures. Refusal of granting of leave other than sick leave is at the discretion of 
the administration.
C. Any employee who is willfully absent from duty without leave shall forfeit compensation for 
the time of such absence and be subject to disciplinary action in accordance with the 
Separation Policy.
D. A leave, once granted, should remain in force for its duration unless both the employee and 
the Board wish to terminate such leave.
E. Any earned leave taken under this article must be taken in increments of 15 minutes with the 
minimum of one initial hour.
F. The terms of leave granted pursuant to the Family and Medical Leave Act shall be 
provided in Board policy.
SECTION 2: SICK LEAVE
A. Any employee who is unable to perform their duty because of illness, or because of illness or 
death of father, mother, brother, sister, husband, wife, child, other close relatives or members
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of their own household, and consequently has to be absent from their work, shall be granted 
sick leave.
B. Each full time employee shall earn one (1) day of paid sick leave for each month of 
employment which shall be credited to the employee at the end of that month and which shall 
not be used prior to the time that it is earned and credited. However, the employee shall be 
entitled to earn no more than one (1) day of paid sick leave times the number of months of 
employment. Employees shall earn paid sick leave for employment in the summer school 
program as provided in Florida Statutes. Paid sick leave shall be cumulative from year to 
year. In no case shall an employee be allowed to use unpaid sick leave until all earned sick 
leave is depleted.
C. Any employee whose personal illness extends beyond the period covered by accumulated sick 
leave pay should request a leave of absence. Unearned sick leave shall be permitted for a 
maximum of twenty (20) consecutive work days. Leave beyond this period should be a 
Board approved Leave of Absence. If the employee is unable to or unwilling to complete the 
request for such Leave of Absence, the Employee Services Department may initiate the leave 
for up to the remainder of the employee's contract year.
D. Sick leave earned in another governmental agency covered by the Florida Retirement System 
by a non- instructional employee may be transferred to Volusia County at the request of the 
individual. Such leave is credited to the individual's leave account at the same rate sick leave 
is earned for each year of Volusia service.
E. Upon written request, which must be submitted within five (5) days after the end of the
employee’s workyear, an employee shall receive an annual payment for accumulated sick 
leave that is earned for that year and that is unused at the end of the employee’s work year 
according to the following schedule.
1. During the first three (3) years of service in Volusia County', the hourly rate of pay 
multiplied by sixty-five percent (65%) times the number of eligible hours of sick 
leave.
2. During the fourth through sixth (4-6) years of service in Volusia County, the 
hourly rate of pay multiplied by seventy percent (70%) times the number of 
eligible hours of sick leave.
3. During the seventh through ninth (7-9) years of service in Volusia County, the 
hourly rate of pay multiplied by seventy-five (75%) times the number of eligible 
hours of sick leave.
4. During the tenth and beyond years of service in Volusia County, the hourly rate of 
pay multiplied by eighty percent (80%) times the number of eligible hours of sick 
leave.
Hours for which such payment is received shall be deducted from the accumulated leave
balance.
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SECTION 3: PERSONAL LEAVE
Six (6) days sick leave each year may be used as paid personal leave. These days may be taken stating "no 
reason given."
Paid Personal Leave days must be requested in advance. Where emergency conditions exist, the leave may 
be requested after the fact, however, the immediate supervisor or designee MUST be notified of such 
emergency leave by noon of the first day of the leave. Except when emergency conditions exist, these 
leaves should be requested three work days in advance.
Paid Personal Leave days may not be taken for employment elsewhere. Paid Personal Leave days are not 
cumulative, as such, but only as sick leave days.
SECTION 4: ANNUAL LEAVE - 12 MONTH EMPLOYEES
A. Accrual - Twelve (12) Month Eight Hour employees
1. Employees with less than five (5) years contmuous service shall earn eight (8) hours 
per month or ninety-six (96) hours per year of annual leave.
2. Employees with five through nine (5-9) years continuous service shall earn ten (10) 
hours per month or one-hundred twenty (120) hours per year of annual leave.
3. Employees with ten (10) or more years continuous service shall earn twelve (12) 
hours per month or one-hundred forty-four (144) hours per year of annual leave.
4. A month, for inclusion of credit towards accrual, is defined as the employee being 
eligible for pay for one (1) day more than one-half (1/2) of a calendar month. 
Employees working less than eight (8) hours per day shall accure leave on a prorated 
basis.
B. Provisions
1. Twelve (12) month employees shall accrue annual leave at the rates set forth in 
paragraph A above. Such employees shall be permitted to accumulate annual leave up 
to a maximum of 500 hours.
No hours in excess of this amount may be carried forward from September 30 
of each year.
2. The various divisions may establish annual leave procedures pertinent to that division. 
SECTION 5: MILITARY LEAVE - SHORT TERM
All regular full-tune employees who are members of the United States Armed Services Reserves or 
members of the National Guard Reserves of the United States shall receive compensation up to a maximum 
seventeen (17) days absence from their regular work during any fiscal year if thev are ordered by the 
Armed Services Reserves or National Guard to report for temporary active duty provided that:
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An employee not receiving annual paid vacations should plan to render their military service during the 
time school is not in session. If this is impossible, requests for leave for temporary military service with 
military orders attached must be submitted to the Employee Services Department sufficiently early to be 
approved prior to the commencement of the leave.
SECTION 6: MILITARY LEAVE - LONG TERM
An employee may be granted a military leave of absence without pay provided that:
A. they enlist in the Armed Service during the period our forces are engaged in combat; or
B. they are recalled to active service from a reserve status.
SECTION 7: MATERNITY LEAVE
An employee is eligible for maternity leave without pay for a period not to exceed one (1) year. Such leave 
shall commence on a date determined by the employee and her physician. Leave should be requested on the 
standard leave form. The employee may return to duty upon certification by a physician that she is 
physically capable of performing her duties.
A. An employee is entitled, upon request, to use sick/ annual leave for the purpose of short-term 
maternity leave.
B. Child Care Leave - An employee may be entitled, upon request, to personal leave without pay 
to begin subsequent to the birth of their child.
C. Adoption of Children - An employee may be entitled, upon request, to personal leave without 
pay to commence subsequent to receiving legal custody of an infant child or prior to receiving 
such custody if necessary in order to fulfill the legal requirements for adoption.
SECTION 8: TEMPORARY DUTY
A. Temporary duty is generally for the benefit of the school district and is initiated by the school 
or district office.
B. Employees may be assigned to be temporarily away from their regular duties and places of 
employment for the purpose of performing other services. Employees shall receive regular 
pay and shall be allowed expenses as provided by state law and district regulation.
Approval of "assignment for temporary duty" must be secured in the same manner that leaves 
are approved.
C. Temporary duty with pay shall be granted to any employee who is summoned to serve on a 
jury, subpoenaed to appear at a legal proceeding as a witness, if he/she is required by law to 
attend, or to make appearance in any court proceeding resulting from activities relating to the 
employee's employment with the school district. An employee who is excused from such 
service prior to the end of the working day shall be expected to return, when practical, to 
duty' for the balance of the working day. In no case shall temporary duty7 with pay be granted 
for court attendance when an employee is engaged in personal litigation; however, employees
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who have accrued annual leave may be granted annual leave or may use paid personal leave 
for this purpose.
SECTION 9: PROFESSIONAL LEAVE
Request for Professional Leave to attend state and national meetings, conferences and workshops and 
business affairs of the Bargaining Agent for professional development related to job responsibilities are 
permitted according to the following guidelines:
A. Where a local unit of a state and/or national group exists, up to four (4) delegates named by 
the local unit may request Professional Leave with pay, without expenses, with not more than 
one (1) delegate from any work center. Delegates must be members of the state or national 
group. Substitutes shall not be provided for employees absent for such activities.
B. Members requesting Professional Leave must use the standard Leave Request form.
SECTION 10: LEAVE OF ABSENCE
A. Personal Leave without pay, not to exceed the balance of the current fiscal year may be 
granted an employee, when requested in advance and approved by the immediate supervisor 
A valid reason must be given to justify leaves of absence.
B. Leaves are granted for no more than one (1) fiscal year or the remaining portion of the year.
C. A leave maintains an employee-employer relationship during the length of said leave. 
Granting of a leave to an employee during a particular fiscal year does not guarantee 
re-employment for the ensuing year. An employee who desires to return to employment 
following the termination of a leave within the year shall be given their position in the same 
school or office, provided this privilege is stipulated in advance and written on the Leave 
Request form. If the stipulation is not made, the employee will be reassigned to another 
position within the same geographic area when one becomes vacant. If the employee refuses 
the reassignment, they shall be terminated.
D. Any employee granted a leave of absence as provided in this Article shall be given an 
opportunity, unless prohibited by the Board's contract with the insurance carrier, to continue 
insurance coverages in existing district insurance programs during the leave. Full premiums 
shall be paid by the employee on a monthly basis in advance of the month due directly to the 
insurance company.
E. Leave granted upon the request of an employee shall be for particular purposes or causes 
which shall be set forth in the wntten application for leave. The Board shall have the right to 
determine that the leave is used for the purposes or causes set forth in the application and, if 
not so used, the Board shall have the authority to cancel the leave and/or take disciplinary 
action.
F. An employee on personal leave for maternity or child care reasons shall not be denied the 
opportunity to substitute in the school district by reason of the fact that they are is on such 
leave of absence.
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G. An employee returning from leave of absence shall retain full credit for years of service prior 
to the leave plus all accumulated sick" leave and annual leave earned prior to the leave of 
absence.
SECTION 11: WORKERS' COMPENSATION
In compliance with Florida Statute Section 231.41 any employee who sustains an injury on the job shall 
be entitled to fully compensated illness-in-the-line-of-duty leave not to exceed ten (10) school days during 
any one school year and Florida Statute Section 231.41 shall supersede Florida Statute Section 440.11 
during that ten (10) day period. After the 10 days of illness-in-the-line-of-duty leave have been exhausted, 
Florida Statute Section 440.11 shall apply and Workers' Compensation shall be the sole source of recovery 
for an employee who sustains an injury on the job.
Workers' Compensation benefits are equal to two-thirds (2/3) of an employee's salary plus benefits up to a 
statutory maximum established by the State of Florida. If an employee is drawing workers' compensation 
benefits and has available leave they may supplement workers' compensation benefits with leave to where 
the combination of workers' compensation benefits plus leave equals their regular salary. This must be 
done by a written request from the employee to Payroll.
The Board shall continue to provide employees on workers' compensation with group matching health 
insurance, life insurance, and retirement benefits.
If an employee has no earnings against which Payroll can deduct the employee's portion of group health 
insurance the Board shall notify the employee that they must send this payment directly to The School 
Board of Volusia County. If the employee chooses to let their group health insurance coverage cease the 
Board shall no longer make its match.
Organization 9074 shall be used for receiving employees transferred to a long-term workers' compensation 
status.
Transfer of an employee from their current organization to organization 9074 must be done by Notice of 
Personnel Action (NPA) and only upon securing approval for the transfer from the Risk Manager who 
shall be responsible for monitoring Organization 9074.
Transfer of an employee to Organization 9074 frees their unit at the transferring organization to be filled 
by another employee.
When an employee is released to return to work the Board shall make every effort to place the employee in 
an equivalent position (subject to any medical restrictions) within the district. The Board has no obligation 
to return the employee to their original organization.
SECTION 12: FAMILY AND MEDICAL LEAVE ACT
1. Family and Medical Leave Act: All provisions of this article shall be interpreted so as to comply 
with the requirements of the Family and Medical Leave Act and any amendments thereto, and with 
such federal regulations that may be issued under the Act.
2. Employee Eligibility: Eligibility for these benefits shall be limited to those bargaining unit
members that have been employed for at least the previous twelve (12) months by the Board, and 
worked at least 1,250 hours during that previous twelve (12) month period.
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3. Terms of Leave: This leave shall be granted, in the following instances, for no more than a total of 
twelve (12) work weeks during the school year, July 1 through June 30. It shall be granted to 
eligible bargaining unit members for: (A) to care for the employee's child after birth, or following 
placement for adoption or foster care; (B) to care for the employee's spouse, son, daughter, or 
parent who has a serious health condition; or (C) for a serious health condition that makes the 
employee unable to perform the employee's job.
4. Definitions: The definitions contained m the Act apply to this article.
5. Group Medical Insurance: The Board shall continue an employee's group medical insurance m full 
effect during FMLA leave, to the same extent as when the employee worked. The employee shall 
be responsible for his or her share of insurance premium payment. Days of leave taken under the 
sick leave provision of the collective bargaining agreement shall be considered to be leave taken 
under the FMLA if taken for a serious health condition, for the purposes of this article, as shall any 
annual leave taken after the employee has exhausted his or her sick leave due to a serious health 
condition.
6. Length of Unpaid Medical or Child Care Leave: The length of any unpaid medical or child care 
leave shall be determined by the collective bargaining agreement, provided such provisions, when 
considered with sick leave and annual leave used as stated above in paragraph 6, meet the required 
twelve (12) week allotment called for by the Act.
7. Notice: If leave is taken to care for a newborn child or a child newly placed for adoption or foster 
care, the employee must provide notice of the leave in writing, to the personnel department and to 
his or her immediate supervisor, approximately thirty (30) days in advance, where possible. If a 
leave is needed for foreseeable medical care, it shall be requested, in waiting at least thirtv(30) days 
in advance, or as early as is practicable.
8. Medical Certification: (A) Illness of Others: When requesting leave for a serious health condition 
of the employee's spouse, child or parent, the employee, upon request by the school district shall 
submit a statement from the patient's doctor which certifies that it is necessary for the employee to 
care for the patient, and estimates the length of time the care is needed. (B) Illness of Employee: 
The Board may require a medical certification from eligible employees who request leave under the 
FMLA. Additional requests for medical certification shall be at the employer's expense and shall 
comply with the regulations under the Act.
9. Intermittent Leave For Planned Medical Treatment: Unpaid medical leave with FMLA benefits 
may be taken on an intermittent basis when the employee, the employee's spouse, child or parent 
has a serious medical condition and it is foreseeable that the employee will need short periods of 
time off. Such intermittent leave days may be taken only when all sick leave and annual leave has 
been exhausted. Intermittent leave may be taken in increments of one or more days or partial days 
at work. Intermittent leave will be granted, subject to the previously mentioned terms, if the health 
care provider certifies that it is medically necessary. The Board may require medical certification 
of the need, and the schedule or time of the treatment. The employee must give the Board thirty 
(30) days written notice of the need for the leave, if possible. If it is not possible to give
thirty' (30) days advance notice, the employee shall provide as much notice as is practicable.
10. Employees must exhaust all sick leave prior to taking an unpaid leave covered by the FMLA, 
where the reason for the leave is covered by section (B) or (C) of paragraph number 3.
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11. Restoration: Upon return from an FMLA leave, the affected employee is entitled to be restored to 
the same position that the employee held when the leave started, or to an equivalent position with 
equivalent benefits, pay and other terms and conditions of employment.
SECTION 1: STAFF DEVELOPMENT PROGRAM
There shall be available a staff development program for the improvement of the professional skills of the 
members of the Bargaining Unit. The Board shall pay the cost of reasonable expenses incurred in 
connection with any work related and administratively approved courses, workshops, seminars, 
conferences, or other such sessions, provided they are sanctioned by the Staff Development Department. 
When such sessions are held on the employee's own time, they shall be compensated for all time spent in 
actual attendance at such sessions at the employee's regular rate of pay.
SECTION 2: ASSIGNMENT OF STAFF DEVELOPMENT POINTS
Pornts may be assigned for college and adult education courses, as well as those established under the Staff 
Development Program. Points shall be awarded at the rate of one (1) point for each one (1) hour of 
participation in an approved program.
SECTION 3: PROFESSIONAL STANDARDS PROGRAM
Eligibility for placement within the Professional Standards Program shall be in compliance with the 
guidelines set forth in the most current revision of the Professional Standards Program manual.
The Professional Standards Certificate earned and presented to the Employee Services Department prior to 
June 30 each year shall determine the pro-rata supplement for the following fiscal year payment. The 
compensation shall be paid by December 15th of the year to current employees.
SECTION 4: COLLEGE DEGREE PROGRAM
It is recognized that all members of the Bargaining Unit may not wish to participate in the Professional 
Standards Program, but do wish to continue in their professional growth through the attainment of a degree 
from an accredited college. For those employees additional compensation shall be provided for the highest 
degree issued as follows:
ARTICLE X V
STAFF DEVELOPMENT PROGRAM
WEIGHTED EQUIVALENT
Basic Certificate
Associate Professional Certificate 
Associate Degree Certificate 
Advanced I Certificate 
Advanced II Certificate 
Advanced III Certificate 
Bachelor's Certificate 
Master's Certificate
1.50 
2.00
2.50
3.00
3.50
4.00
4.50
6.00
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WEIGHTED EQUIVALENT
Associate's Degree 2.50
Bachelor's Degree 4.50
Master's Degree 6.00
The degree earned and presented to the Employee Services Department prior to June 30 each year shall 
determine the pro-rata supplement for the following fiscal year payment. The compensation shall be paid 
by December 15th of each year to current employees.
SECTION 5: COMPENSATION FOR ABOVE PROGRAMS
The total amount available on a pro-rata basis will be $25,000.
Should the local association discontinue its affiliation with the National Association of Educational Office 
Personnel the distnct shall cease granting any additional credits as authorized in Section 3 of this article. 
Persons receiving compensation at the time of disaffiliation shall continue to receive that pay as long as 
they are employed by the district.
Failure of an employee to make application by the specified deadline shall waive the employee's rights for 
compensation for that fiscal year. Once application is made, it need not be made in ensuing years. An 
application is available in Appendix D of this Agreement.
ARTICLE XVI 
COMPENSATION
SECTION 1: SALARY SCHEDULE
Salary schedules for the Bargaining Unit are listed as an Appendix to this Agreement. 
SECTION 2: PAY SCFIEDULE
Beginning July 1st of each fiscal year, the Board agrees to pay all employees covered by this Bargaining 
Unit on a twice a month pay schedule.
SECTION 3: STEP INCREASES
A. Employees who have received an evaluation rating of satisfactory or above on their 
evaluation prior to July 1 and have completed one (1) more day than half (1/2) of a 
working year shall be eligible to receive one (1) step on the Salary Schedule each July 1, 
provided an mcrement is negotiated and agreed upon. For the 1997-98 school year, all 
employees shall remain on their current steps and shall receive a 23c per hour increase 
retroactive to July 1, 1997.
B. Payment of the salary increment designated by the Salary Schedule shall not be 
implemented until negotiated and determined in accordance with Chapter 447, Florida 
Statutes. Nothing herein shall preclude the parties from negotiating changes in the values 
of the increments.
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SECTION 4: VERIFIED EXPERIENCE
New employees eligible for membership in the Bargaining Unit shall begin at Step 1. If experience is 
verified in the same or related field, credit shall be afforded at the rate of one (1) step for each year of 
verified experience to a maximum of five (5) years experience. Former employees shall be given full credit 
at the rate of one (1) step for each one (1) year of related Volusia County School Board service.
Allow one (1) year of service credit for each year of military service. (This applies only to employees who 
are on required Military Leave - Long Term from a position in the Volusia County School System and who 
returns from said required Military Leave - Long Term to the Volusia County School System upon release 
from active military' services.)
For the purpose of affording credit for years of verified experience or military service, allow one (1) year of 
service credit for each year or major fraction thereof.
Once experience has been verified, the employee shall receive a maximum of (90) ninety days retroactive 
pay within the same fiscal year.
Teacher assistants shall receive up to three years of salary schedule credit for substitute teaching 
experience completed after July 1, 1994. One year of salary schedule credit shall be given for each 180 
days of substitute teaching experience.
SECTION 5.: OUT OF CLASS PAY
When an employee is absent from work for five or more consecutive days, and another employee, whose 
job duties and responsibilities are separate and distinct from the absent employee’s and who is employed in 
a lower paying classification than the absent employee, is assigned all of the absent employee’s duties and 
responsibilities, the second employee shall receive out of class pay effective after five consecutive days, 
retroactive to the date the assignment took place. The out of class pay shall be equal to the minimum step 
of the pay range of the temporary assignment or at the step that is greater than the employee’s current 
hourly rate of pay, whichever is greater.
SECTION 6: MILEAGE
An employee who is not provided with a vehicle and who is authorized to use their own vehicle in discharge 
of assigned duties shall be reimbursed at the current mileage rate approved by the Board.
ARTICLE XVII 
BENEFITS/TERMINAL PA Y
SECTION 1: BENEFITS
The Board shall provide for employee benefits as listed below. Payroll deductions shall be for the company 
or companies approved by the Association and the Board.
A. Life Insurance - Each full-time employee is provided fully-paid life insurance coverage equal 
to the employee's annual salary.
B. A participating employee, at his or her option, may choose to purchase additional available 
coverages as offered by the Board through payroll deduction.
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C. Disability Insurance - The Board shall upon request, deduct the premium from the salaries of 
employees who participate in approved disability' income protection.
D. Personal Accident Insurance - The Board shall, upon request, deduct the premium from the 
salaries of employees who participate in approved Personal Accident Insurance protection.
E. Credit Union - The Board shall, upon request, deduct contributions from salaries of 
employees for credit unions.
F. Group Health Insurance Policy - All full-time employees shall be eligible for enrollment in the 
Group Health Insurance Plans approved by the Board. This coverage includes accidental 
death and dismemberment, hospitalization, dental and major medical. It is agreed that the 
cost of single coverage health insurance to the participating employee be Sixty Dollars 
($60.00) per year with the stipulation that the Board shall receive all refunds, adjustments, 
returned reserves, and all other rebates which are received from all health, life and dental 
insurance coverage. Participating employees may obtain additional coverage provided they 
assume the total cost of the additional coverage. The Board shall pay Fifty Cents ($.50) per 
month for each year of Volusia County' service for those retired employees who remain in an 
approved plan until age 65.
It is the responsibility of the employee to arrange for continued insurance coverage if for any 
reason the employee is on unearned sick leave or Leave of Absence.
SECTION 2: TAX SHELTERED ANNUITY
The Board shall, upon request, reduce the salaries of employees for contributions to tax sheltered annuities 
approved by the Board for payroll reduction.
SECTION 3: TERMINAL PAY
A. Terminal pay for accumulated sick leave shall be in accordance with the following schedule. 
If termination of employment is by death of the employee, any terminal pay to which the 
employee may have been entitled shall, upon written request, be made to the beneficiary as 
identified with the Florida retirement systems or other beneficiary identified to the Board by 
the employee.
Service as referenced in this Section is defined as employment with the Board.
Rather than receive terminal leave pay, a staff member who resigns may choose to leave 
accumulated sick leave days on deposit.
1. During the first three (3) years of service, the hourly rate of pay is multiplied by 
thirty-five (35) percent times the number of hours of accumulated sick leave.
2. During the fourth through sixth (4-6) years of service, the hourly rate of pay is 
multiplied by forty (40) percent times the number of hours of accumulated sick leave.
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3. During the seventh through ninth (7-9) years of service, the hourly rate of pay is 
multiplied by forty-five (45) percent times the number of hours of accumulated sick 
leave.
4. During the tenth through twelfth (10-12) year of service, the hourly rate of pay is 
multiplied by fifty (50) percent times the number of hours of accumulated sick leave.
5. For retirement, or death, terminal pay during or after the thirteenth (13th) year of 
service shall be at the hourly rate of pay multiplied by one hundred (100) percent 
times the number of hours of accumulated sick leave.
B. Upon Death of an employee, the beneficiary as identified with the Florida retirement systems 
or other beneficiary' identified to the Board by the employee shall receive payment for 
accumulated annual leave.
Upon termination of employment or upon retirement, an employee shall be paid a lump sum 
payment for accumulated annual leave. The employee shall not use accumulated annual 
leave to extend a termination date.
C. Terminal sick leave and/or terminal annual leave shall be calculated only from the 
appropriate step on the salary schedule in effect on the day of separation.
ARTICLE XVIII 
POLITICAL ACTIVITY
The political activity of all employees shall be governed by Federal Law, Florida Statutes and Board 
policy.
ARTICLE X IX  
GRIEVANCE PROCEDURE
SECTION 1 - GRIEVANCE DEFINED
A. A "grievance" is a claim or complaint by an employee or group of employees or the 
Association that there has been a violation, misinterpretation, or misapplication of any 
provision of this Contract.
B. A "complaint" is a claim by an employee or group of employees or the Association that there 
has been a violation, misinterpretation, or misapplication of Board Policy and State Law. 
The complaint procedure shall be limited to resolution at the Informal Level, Level 1 and 
Level 2 of the grievance procedure.
C. In no case shall a grievant file a grievance and a complaint based upon the same event or 
occurrence.
SECTION 2 - HEARING LEVELS
A. Informal Level - When a cause for complaint occurs, the affected employee shall request a 
meetmg with their immediate supervisor within 20 days of the date that the alleged violation 
occurred or the grievant had knowledge or should have had knowledge, whichever is later, in 
an effort to resolve the complaint. Such meeting shall take place within ten (10) working days
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of the request. The Association may be notified and a representative thereof present with the 
employee at such meeting. The immediate supervisor shall have five (5) work days after the 
informal meeting to respond verbally to the complaint. If the response to the Informal Action 
is unacceptable to the complainant, the formal procedure may be initiated.
B. Formal Level 1: If a complaint is not resolved in a conference between the affected employee 
and their immediate supervisor, the complaint may be formalized as a grievance. A 
formalized grievance shall be submitted, in writing, within seven (7) days following the verbal 
response. The written grievance shall contain a full and complete statement of the alleged 
facts upon which the grievance is based, a reference to the specific section(s) of the Contract 
w'hich was (were) allegedly violated, and a suggested remedy. A copy of such grievance shall 
be filed by the grievant with the immediate supervisor, Superintendent and the Association. If 
either party to the grievance requests a meeting, the immediate supervisor shall meet with the 
grievant and his representative, if any. The immediate supervisor shall indicate the 
disposition of the grievance in writing, furnishing a copy thereof to the grievant, the 
Superintendent and the Association within five (5) work days of such meeting, or ten (10) 
work days of receipt of the grievance if no meeting was requested.
C. Formal Level 2: If the grievant is not satisfied with the disposition of the grievance at 
Level 1 or if no disposition has been made within the time lines established in Formal Level 1, 
the grievance shall, within five (5) days, be transmitted by the grievant to the Superintendent 
or their designee. Within ten (10) days after the grievance has been so submitted, the 
Superintendent or their designee shall meet with the Association and the grievant on the 
grievance. The Superintendent or their designee within seven (7) days after the conclusion of 
the meeting, shall render a written decision thereon with copies to the Association and the 
grievant.
D. Formal Level 3: If the Association is not satisfied with the disposition of the grievance at 
Formal Level 2 or if no disposition has been made within the period above provided, the 
Association may submit the grievance to arbitration before an impartial arbitrator. This 
action must be taken within twenty (20) days of receipt of the Formal Level 2 decision. If the 
parties cannot agree as to the arbitrator within five (5) days following the demand for 
arbitration, the arbitrator shall be selected by the Federal Mediation and Conciliation Service 
in accord with its rules which shall likewise govern the arbitration proceeding. Neither the 
Board nor the Association shall be permitted to assert in such arbitration proceeding any 
ground or rely on any evidence not previously disclosed to the other party. Both parties agree 
to be bound by the award of the arbitrator. The fees and expenses of the arbitrator shall be 
shared equally by the Association and the Board. However, each part}' shall be responsible 
for compensating and paying the expenses of its own representatives, attorneys and witnesses.
SECTION 3 - TIME LINES
A. All references to days in this Article shall mean work days of the members of the bargaining 
unit. Paid holidays are not "work days." During the summer break work days shall be those 
days the Central Office is open.
B. The number of days indicated at each step should be considered as the maximum, and every 
effort should be made to expedite the process. However, the time limits specified in any 
Level of this procedure may be extended by mutual agreement of both parties.
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C. Additional meetings at any Level may be held if agreed upon by both parties.
D. Failure of the grievant to follow the time lines at any level constitutes withdrawal of the 
grievance.
SECTION 4 - AGREEMENTS
A. Should attendance at any grievance referenced in this article require that an employee or an 
Association representative be released from their regular assignment, they shall be released 
without loss of pay or benefits.
B. There shall be no reprisals against any of the participants in the procedures contained herein by 
reason of such participation.
C. If only one party7 requests the presence of a court reporter, that party shall bear the costs of the 
reporter.
D. If only one party requests the postponement of an arbitration hearing, that party shall bear the 
cost of such postponement, if any.
E. All grievance forms shall be mutually developed and agreed to by the Board and the 
Association.
F. As used in this Article, the term employee may also mean a group of employees asserting the 
same grievance. In such event, one employee shall be designated by the group to act as 
spokesperson and be responsible for processing this grievance.
G. A dispute involving the interpretation or application of a provision of this Contract which gives 
a right to the Association, apart from rights granted to an employee, may be presented by the 
Association as a grievance. Such grievance shall be initiated at Step 2 of this Procedure, in 
accordance with the provisions set forth therein, within ten (10) work days of the occurrence of 
the event giving rise to the grievance.
H. A grievance may be withdrawn at any level without prejudice.
SECTION 5 - POWER OF THE ARBITRATOR
It shall be the function of the arbitrator and the arbitrator shall be empowered, as defined in F.S. 447, to 
make a decision in a case of violation of specific articles and sections of the Contract.
SECTION 6 - ELECTION OF REMEDIES
Any employee covered by this agreement who is notified of a charge of misconduct which could result in 
termination shall, at the option of the employee, have the right to request a hearing before the Board, as 
provided in Chapter 120, Florida Statutes (if such hearing is requested the Board specifically reserves the 
right to hear the matter or to request the appointment of a hearing officer), or the employee may elect to file 
a grievance under this agreement, after adverse action by the Board. If the employee chooses to contest the 
charges, the employee must, within ten (10) days after receiving notice of the charges, elect in writing by 
registered mail to the Superintendent and VAEOP President, to proceed to a full hearing before the Board,
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or to utilize the grievance procedure of this agreement, after adverse action by the Board. Under no 
circumstances may the employee utilize the grievance procedure after participation in a full hearing before 
the Board or a hearing officer.
ARTICLE XX
CHILD A TTENDANCE IN  SCHOOL WHERE 
EMPLOYEE (PARENT) IS  ASSIGNED
Employee (Parent) may place their child (using current definitions of child) at the school where the 
employee (parent) works (so long as the child is properly suited for the school, usmg usual criteria such as 
grade levels and programs offered) or at the school where the child would be assigned using the Board's 
usual procedures. The employee (parent) would be obligated to apply for such a transfer using Board's 
usual procedures and the Board would not provide transportation. The employee (parent) assumes 
responsibility for such child before and after school hours.
ARTICLE XXI 
TERM OF AGREEMENT
A. It is agreed and understood that this Agreement constitutes the complete understanding between 
the parties and concludes all collective bargaining during its term.
B. This entire Agreement may be reopened for negotiations if not approved by the School Board of 
Volusia County or ratified by the Bargaining Unit.
C. The Agreement shall be effective subject to ratification by the Bargaining Unit and approval by the 
School Board of Volusia County and shall continue through June 30, 2000.
D. The Board and the Association agree to reopen negotiations on or before May 1, to negotiate salary 
and benefits, two issues proposed by the Association and two issues proposed by the School Board.
E. If either party' so desires to alter, or renew this Agreement upon its expiration, a written notice must 
be submitted to the other party prior to March 1 of the year in which the Agreement expires. If such 
notice is given, negotiations may be initiated on or before May 1, 2000. Negotiation sessions shall 
be held at mutually agreed upon times and places.
F. The provisions of this Agreement shall be binding upon the parties hereto and upon their successors.
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In consideration of the mutual covenants, this agreement is made and entered into the 11th day of 
November, 1997, by and between the School Board of Volusia Count}', Florida and the Volusia 
Association of Educational Office Personnel.
President, Volusia Association 
of Educational Office Personnel
Association of Educational 
Office Personnel
Chairman, Negotiations
j 2
chool Board of 
iunty
Superintendent of Schools 
Volusia County School Board
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APPENDIXA
SALARY SCHEDULE
1. A step increment for eligible employees in all categories.
2. Job Classification titles and corresponding pay levels are as follows:
PAY LEVEL 1
PBX Operator 
Clerk II
PAY LEVEL 2 
Clerk I
PAY LEVEL 3
Secretary II
PAY LEVEL 4
Secretary I 
Account Clerk 
Data Entry Operator
PAY LEVEL 5
Administrative Aide
PAY LEVEL 6
Staff Aide
PAY LEVEL 7
Non-Core Assistant 
Teacher Assistant
Data Control Assistant 
Computer Operator
Staff Assistant
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FY98 VAEOP Salary Schedule
S tep Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 Level 7
1 5.38 5.56 5.87 6.19 7.13 8.07 9.64
2 5.45 5.77 6.10 6.43 7.41 8.38 10.02
3 5.61 5.94 6.27 6.61 7.62 8.63 10.31
4 5.80 6.14 6.49 6.84 7.88 8.92 10.66
5 6.14 6.49 6.84 7.18 8.22 9.27 11.01
6 6.49 6.84 7.18 7.52 8.56 9.61 11.35
7 6.84 7.18 7.52 7.88 8.92 9.97 11.70
8 7.18 7.52 7.88 8.22 9.27 10.31 12.05
9 7.52 7.88 8.22 8.56 9.61 10.66 12.39
10 7.88 8.22 8.56 8.92 9.97 11.01 12.75
11 8.22 8.56 8.92 9.27 10.31 11.35 13.10
12 8.56 8.92 9.27 9.61 10.66 11.70 13.44
13 8.92 9.27 9.61 9.97 11.01 12.05 13.79
14 9.27 9.61 9.97 10.31 11.35 12.39 14.13
15 9.61 9.97 10.31 10.66 11.70 12.75 14.48
16 10.33 10.68 11.03 11.38 12.43 13.47 15.19
26 11.17 11.52 11.86 12.22 13.26 14.29 16.03
** Level 1 = Clerk II, Teacher Assistant; Level 2 = Clerk I, PBX Operator; Level 3 = Secretary II;
Level 4 = Secretary To Director, Data Control Assistant, Data Entry Operator, Account Clerk, Secretary I; 
Level 5 = Administrative Aide; Level 6 = Staff Aide; Level 7 = Staff Assistant.
Substitute Clerical $5.15*
^Substitute rate shall be the current minimum wage.
11/7/971:51 PM 
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VAEOP EVALUA i ION INSTRUMENT
honestly
• ng.v "4/loyee on 
ana objectively
each factor as 
as you know how.
Circle the number to the left of the statement 
that best describes your rating of the employee's 
actions.
KNOWLEDGE OF JOB: Consider Employee* s
understanding of all phases of the work 
and related matters necessary for full 
job performance.
COMMENTS:
15
12
9
6
3
Has thorough knowledge of each phase of the job. 
Has sound,understanding of all job functions.
Has good working knowledge of most aspects of job. 
Has limited knowledge of job and related functions 
Has only minimal knowledge of job--needs training.
ATTITUDE: This factor appraises the
Employee's ability to fit into the 
organization and work in harmony with 
his supervisor and fellow Employees. Is 
the Employee congenial and cooperative?
COMMENTS:
10 Exceptionally cooperative-inspires high Morale.
8 Very tactful and obliging-sets good example.
6 Usually congenial and helpful-good team worker.
4 Inclined to resist authority and oppose new ideas. 
2 Often tactless-quarrelsorae-causes friction.
QUALITY OF WORK: Consider neatness, 15 
thoroughness, and accuracy in completing 12 
job assignments. Appraise Employee's 9 
performance in meeting the acceptable 6 
standards of quality. 3 
COMMENTS:
Produces highest quality work with almost no errors 
Consistently does a good job-seldom makes errors. 
Work usually satisfactory-errors few in number. 
Barely up to minimum standards— needs to improve. 
Below minimum standards-needs to improve.
ATTENDANCE: This factor is concerned 5 
with punctuality and time devoted to 4 
actual work. Consider promptness in re- 3 
porting for assignments and time off for 2 
sick leave and personal business. 1 
COMMENTS: ___________  _____
Consistently punctual and on the job when needed. 
Usually regular and prompt-seldoa absent. 
Occasionally late or absent.
Frequently late or absent.
Habitually late or absent.
QUANTITY OF WORK: Consider the amount of 15
acceptable work produced and promptness 12 
based on specific job requirements. 9 
Ability to meet volume levels over which 6 
Employee has control. 3 
COMMENTS:
Unusually high output-regularly exceeds standards 
Very industrious-produces more than is expected. 
Above minimum standards-volume is satisfactory. 
Works slowly and produces less than is required. 
Unsatisfactory output-wastes time-just "gets by".
APPEARANCE: This factor concerns 5 
Employee's overall appearance in connec- 4 
tion with type of work performed. 3 
Consider cleanliness, grooming, neatness 2 
and appropriateness of dress on job. 1 
COMMENT:
Extremely neat and clean and appropriately dressed. 
Takes special care in personal dress and appearance 
Generally neat and clean and properly dressed. 
Sometimes untidy and careless about appearance. 
Untidy-careless about personal hygiene and dress.
DEPENDABILITY: Consider reliability in 15 
following instructions and carrying out 12 
assigned tasks with a minimum of direct 9 
supervision. Do you have confidence the 6 
job will be done conscientiously? 3 
COMMENTS: _______________________________
RESPONSIBILITY: Consider initiative and
willingness to carry out assigned duties. 
Does Employee think and act reasonably 
and is Employee able to tell right from 
wrong?
COMMENTS:_________________ _______________
Extremely reliable, conscientious, and industrious. 
Requires minimum supervision-prompt & accurate. 
Generally reliable and attentive to work assigned. 
Somewhat unreliable-requires frequent follow-up. 
Requires close, constant supervision-is unreliable.
15 Exceptionally reliable-may always be depended on. 
12 Accepts responsibility without reservations.
9 Accepts responsibility designated by supervisor.
6 Has some trouble accepting responsibility.
3 Reluctant to accept responsibility-irresponsible.
PERFORMANCE FACTORS
Record numerical score for each factor
KNOWLEDGE OF JOB
QUALITY OF WORK
QUANTITY OF WORK
DEPENDABILITY
RESPONSIBILITY
INITIATIVE
JUDGMENT
ATTITUDE
ATTENDANCE
APPEARANCE
TOTAL NUMERICAL RATING:
OUTSTANDING 105 thru 115
ABOVE SATISFACTORY 88 thru 104
SATISFACTORY 59 thru 87
^CONDITIONAL 40 thru 58
*UNSATISFACTORY 23 thru 39
OVERALL PERFORMANCE RATING
INITIATIVE: This factor is concerned 10 Extremely resourceful, creative, & self reliant. Rated by Title Date
with resourcefulness and self-reliance. 
Consider ability to develop new ideas, 
desire to attain goals; to achieve.
Is Employee a self-starter?
COMMENTS:
8
6
Strives hard-demonstrates desire to excel at job. 
Works steadily-occasionally submits new ideas. Approved by: Title Date
4
2
Sets goals too low-frequently needs prodding. 
Shows little initiative-must be told what to do. Employee's Signature Date
Worksite Name and Number Job Classification
JUDGMENT: Consider the intelligence 10 
and.thought used in making decisions. 8 
Does Employee demonstrate the ability 6 
to think and act calmly, logically, and 4 
rapidly under stress? 2 
COMMENTS:
Displays outstanding ability to apply sound reason. 
Uses good common sense-most decisions workable. 
Judgment dependable on matters of routine nature. 
Poor sense of values-decisions often are unsound. 
Jumps at concluBions-often makes costly errors.
Employee's signature indicates only that Employee is familiar with the contents of this evaluation 
and does not necessarily signify acceptance or agreement.
*A performance rating of "conditional" or "unsatisfactory" will require a conference between the 
evaluator and the Employee for the purpose of establishing a time line for improvement.
THE SCHOOL BOARD OF VOLUSIA COUNTY 
DELAND, FLORIDA 86017 MIS
White - Personnel Dept. Copy 
Pink - School or Office Copy 
Canary - Employee Copy
APPENDIX C
SICK LEA VE BANK PROCED URES
Volusia Counts' School Board Voluntary Sick Leave Bank Covering Members of the Volusia Association of 
Educational Office Personnel Bargaining Unit.
Purpose:
To enable employers to provide protection in cases of long-term catastrophic illness and to encourage employees 
to "save" sick leave for a valuable future economic benefit (terminal leave).
A. To become a member of the sick leave bank, an employee must have accumulated ten (10) sick leave 
days. Following the accumulation of ten (10) sick leave days, the employee may join the sick leave bank 
by donating one (1) sick leave day to the sick leave bank.
B. To utilize "bank days" the member must have been a member of the sick leave bank for at least ninety 
(90) days and must first use all other accumulated sick leave days.
C. The purpose of this Sick Leave Bank is to provide a mechanism to cushion the financial impact of serious 
illness or injury. Although by no means an exclusive list, typical successful claims would be 
hospitalization for a heart attack, cancer, automobile accident or major surgery. The Sick Leave Bank is 
not intended to provide benefits to an employee for such things as cosmetic surgery, elective surgery that 
could be scheduled during a non-work period, or other similar claims. Upon approval of application by 
the Sick Leave Bank Committee, a member shall be eligible for two (2) times the number of days 
accumulated at the beginning of the illness to a maximum of fifty (50) days subject to the following 
provisions:
1. Drawing of sick leave days is based on the availability of sick leave days in the bank.
2. All cases shall be re-examined by the Sick Leave Bank Committee when the twenty-fifth 
(25th) continuous day of benefits has been reached. At this time the Committee may 
request additional medical certification.
3. The employee is not required to repay the number of days used from the Sick Leave Bank 
except as outlined in Section 7 below.
4. Any sick leave drawn from the bank by a participating employee must be used for said 
employee's personal illness, accident or injury.
D. Following any use of the sick leave bank provisions, the employee shall have to rejoin the sick leave 
bank as indicated in A above.
E. Days from the bank may only be used for extended personal, physical or mental disability.
F. The bank shall be administered as follows: The VAEOP Sick Leave Bank Committee.
G . In cases of extreme hardship, the bank administrators may grant additional days voluntarily given by
other sick leave bank members.
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H. Following establishment of the Sick Leave Bank, if the balance in the bank is diminished below fifty (50) 
days all participating members shall contribute one (1) additional sick leave day in order to contmue 
membership. Such special assessment shall be at the rate of one (1) day per member, not to exceed two 
(2) days for special assessment purposes per year. Assessment shall be automatic upon notification. If 
an employee is unable to contribute the day, that person shall be placed on suspension from the benefits 
of the bank until able to contribute this day. Special Assessment days are days that are assessed above 
and beyond the initial day contributed for membership.
I. Alleged abuse of the Sick Leave Bank shall be investigated by the Sick Leave Bank Committee. If an 
employee is found to have abused the use of the Sick Leave Bank, the employee shall repay the days 
drawn from the bank and be assessed appropriate penalties.
J. The bank administrators shall determine the eligibility of membership in the sick leave bank.
K. A list of all sick leave bank members shall be provided to VAEOP upon written request.
L. Forms for enrollment shall be available through the VAEOP office.
M. The Sick Leave Bank can be terminated only by mutual agreement of the Bargaining Unit and the Board. 
Upon discontinuance, any and all sick leave days in the bank shall be distributed to the participating 
members at the time of such discontinuance in units of not less than one-quarter (1/4) day with any 
remaining days to be disposed of at the sole discretion of the Sick Leave Bank Committee.
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MEMBERSHIP APPLICATION
To: Sick Leave Bank Committee
Volusia Counts’ School Board 
Administration Building
From: Name______________________________ S.S. No.____
Work Center______________________ ID No.
Subject:Sick Leave Bank for employees covered by V.A.E.O.P. 
Date: / /
I, _________________________________ , having fully read and understood the attached provisions on the Sick
Leave Bank for non-instructional personnel of The School Board of Volusia County, do hereby wish to contribute one 
(1) day of my accrued sick leave to said bank and become a member thereof.
I certify that I have been employed by The School Board of Volusia County’ for more than one (1) full year and have 
ten (10) days accrued sick leave.
I understand that the provisions of the Sick Leave Bank are applicable only for my personal injury, accident or illness. 
I further agree that the decision of the Sick Leave Bank Committee on the use of Sick Leave Bank days shall be final 
in all cases.
I understand that if the bank balance is diminished below fifty (50) days I shall be required to contribute one (1) 
additional day, not to exceed two (2) days per year.
Lastly, I understand that any days contributed to the Sick Leave Bank are not refundable upon withdrawal or 
voluntary termination of membership.
Signed
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White - SLB COMMITTEE 
Yellow - BUSINESS OFFICE 
Pink -APPLICANT
V.A.E.O.P. SICK LEAVE BANK 
APPLICATION FOR SICK LEAVE BANK DAYS
APPLICANT
ADDRESS
ZIP
DATE SUBMITTED
ENROLLED IN SICK LEAVE BANK_ 
ALL SICK LEAVE HAS BEEN USED 
SICK LEAVE EXPIRED ON
WORK LOCATION_ 
HOME PHONE NO.
SOCIAL SECURITY NO. 
_LA ST DAY WORKED_ 
YES
YES
NO
NO
FIVE CONTINUOUS DAYS OF UNPAID LEAVE ACCOMPLISHED ON
PHYSICIAN'S STATEMENT IS REQUIRED WITH THIS APPLICATION.
I HEREBY AUTHORIZE ANY PHYSICIAN, HOSPITAL, PHARMACY, INSURANCE COMPANY, 
EMPLOYER, OR ORGANIZATION TO RELEASE ANY INFORMATION REGARDING THE 
MEDICAL HISTORY, TREATMENT, DISABILITY OR BENEFITS PAYABLE FOR THIS CLAIM TO 
THE SCHOOL BOARD OF VOLUSIA COUNTY. (A COPY OF THIS AUTHORIZATION SHALL BE 
AS VALID AS THE ORIGINAL.)
APPLICANT'S SIGNATURE DATE
RETAIN BACK COPY FOR YOUR RECORDS, FORWARD REMAINING COPIES TO THE SCHOOL BOARD 
OF VOLUSIA COUNTY, P.O. BOX 2118, DELAND, FLORIDA 32721-2118.
COUNTY ADMINISTRATION OFFICE VERIFICATION
APPLICATION RECEIVED ON__________________
MEMBER OF SICK LEAVE BANK_______ YES_______ NO
SICK LEAVE EXPIRED ON________________________________
FIVE CONTINUOUS WORKDAYS OF UNPAID LEAVE ENDED ON________________
IS THIS CLAIM ALSO COVERED BY WORKER'S 
COMPENSATION ____ YES NO
AUTHORIZED SIGNATURE DATE
FORWARD ALL COPIES TO THE V.A.E.O.P. SICK LEAVE BANK COMMITTEE CHAIRPERSON.
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V.A.E.O.P. SICK LEAVE BANK COMMITTEE DISPOSITION
APPLICATION RECEIVED ON______________ ACTION TAKEN ON_____________
APPLICATION______________________APPROVED____________________DENIED
CREDIT____________ WITH____________ DAY(S) FROM THE SICK LEAVE BANK
EFFECTIVE DATE_______________________________________________ _
COMMENTS
AUTHORIZED SIGNATURE DATE
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APPENDIX D
STAFF DEVELOPMENT COMPENSATION APPLICATION
SECTION 1. INSTRUCTIONS
1. Completely fill in Section 2.
2. Check the highest certificate or degree that you earned m Section 3.
3. Date and sign the Application.
4. Attach one of the following as verification of your certificate or degree.
A. A copy of your P.S.P. Certificate.
B. Verification from N.A.E.O.P. of certificate completion.
C. A copy of your college degree.
D. A copy of your college transcript, which stipulates degree earned.
5. Mail this Application and your verification to the Employee Services Department. 
SECTION 2. EMPLOYEE DATA
EMPLOYEE NAME_______________
SCHOOL/DEPARTMENT_________
CLASSIFICATION_______________
SECTION 3. PROGRAM COMPENSATION
PROFESSIONAL STANDARDS PROGRAM COLLEGE DEGREE PROGRAM
_____Basic Certificate _____Associate's Degree
_____Associate Professional _____Bachelor's Degree
Certificate _____Master’s Degree
_____Advanced I Certificate
_____Advanced II Certificate
_____Advanced III Certificate
_____Bachelor's Certificate
_____Master's Certificate
EMPLOYEE'S SIGNATURE__________________________________________
DATE_______ /_______ /_______
SECTION 4. EMPLOYEE SERVICES USE ONLY
Date employee's Application received_______ /_______ /_______
The employee has provided proper verification_______ YES_______ NO
Date Application approved_______ /_______/_______
Authorized Signature________________________________________
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